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9 Anril 1903

LlICOALIDUM TOR:  Chief, Sunpertl Cervices Stafll

FER ot

EJECT

Review of Vital Records Prosrea

1. This wmerorandun submits in paracraph cight & reccurendation
concerning tne Agency Vital Records Preosral.

2, For soue time I have felt that Arency couponents vere not
uwfliciently concerned with their Vital Fecords selection and storog.
‘erbner, the lack of space at tne Keecords Center rrounted oy ,:r-.-u-,ce,A.

{‘)

LN

to ¢liminate dunlicate records storage by havirg bulky files sorve t.o
‘ccabingd needs of Archives, Vital Records, and of some In mmve Gi‘”i'
Fecords deposits.,

iy

2. My inquiries resulted in a pacer bjl:ll& 3t
irdicating other groblem areas., I recucsied & nore actol
wita inherviews of records officers and the CIE Duner

e

I1ACer.

I, interviews stiuulated the siteched nero fron Col,
which: '

a. warns of the dangers in a neplected Loergency Prosran,

T, 3‘~~cci’”es the comrand ressonsibilities for selzebion of
CREI'Zency records,

c. offers to write a meuo for Aceney cistribution i we
note any ‘dimdnuticn of elffort™ in sur ererzency Vital
imterials Prosram,

5. [ ]survey stimulated a few ofiices (CBGL smd OP) to
cumnlain to ne about the danger ¢f combining their docuscnts fov
by c*zival ond Vital Records use. The Chiel of the Becords Jenter
iusists the space saving ls neccssary and that the records are rosds
11y avallable although they are not all in one exclusive Yital Leent o
Jecetlion.,  The Deleocation Tears »lan to work in thet bwdlding. Iost!
week [ Jnstalled 15 teleshione jacks in tae Pecords Cembor, 1T e s
worte as planned, then| |is cor“ect the conbined r«*c:zds
would bz avalleble., But if the records ax tu be woved hnstily in

gxﬁf*g"w

w‘dbaé Y é
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an ewerzency then this i{s & new consideration not in the existine oYnny
and the conzolidated records would taze more tize to locate and wove
than would segregated and duplicated collectlors.

5. :lstudy is attached for your inforrstion. iz bock.
ground review of the Aroncy Eagrpency Planning in Interescivy and
indicetay our efforis since 1040 predate Pres. cCent Truman's Txecubive
Grder of 1552, [ |findings prout hin to question:

a., ‘.’Iizether':I:Guld oueraxte in an euercency.

. Whether more ecuinmant i3 nceded for nonenaner records., -

"

c. Whoether the selected Vital Records are arproved, adequet e,
or avalleble,

a. Construct an undergecuad Vault at Leadcouartevs,

b. Or, construct an under-round Vault

¢. Coordinate Emergency Plennlne with Records Ciiicers.
d. DIrovide traininy on the Vitel Records Prosrest.,
¢, Haintein a segregated Vital Hecords Colleetion.

¥, Iwnprove Vital Records netbods.

£+ Coordinate Schedules ol Vital Reccrds to he sclectod
wd stored.

it,  Subedivide the Vital Reeords Collcetion Jcr storase econ s,

i. Include Vital Records in Enerpency Flanning.

J« Coordinete proposed cananges in Schedules that offcct usa-z.

4. Conduet annual onesite Enerpencey Relceabion Tests.

&, Limen of sronefais are feasible nod valid. Tho Vil
W Progran denends on the fo ¥y BEoergzacy volicy end Lo cunbin eng
uwiasn the Decords Cenber deelsion welng conslider:d by the T
for Swpport. In light of the forercing, I recorsend:

QAT
3 ~'i 1%’!.,»5
T laky Nitm b,
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Attechrents:

SR

The attached study should be »rovidad to Xr, 7
Iz, Coffey and sdded to the b“cx.(,rdurl cn the
Center proposals submitted to Hr. Coliey in owr :

of 20 Morch 1503,

The ¥ 3, ency Pianming Comnlites should be brlioled by e or
e offer byl | to write 2 civeular letter -«

eoorgeney needa should be accespled,

*

setion on b c qu,y' recowsenaations &, D, and ¢ vill his g
unon the Apgency solution to ne records storal o space
sroblem and will be followed up at that time.

2

The remsaining eight recow senctioned
Wy lae. Banneroan avd the w -
Couitbes and Vital Focords Propiti. Gire
with their fmnlementation.

Lo mrsoed

CIA Rocurds Adminilstrotion (Il .cer

1. Ewergency Planning CIiTicer oo
d.  ¥ital Records Report, 2 April 1000

Distribution:
Crig. - Addressece

l - necor

I-v

U

s

DDS/SSS/RAB

@/ ZJ?J /L Z(” L; 71..7«—14/55’_—

(9 Apr 1968)

-3-

UGS L ek of

e

ey
[FE

Approved For Release 2006/05/24 : CIA-RDP72-00039R000100450004-6

.

erpeney Plavs.ry

ol

25X1



25X1 -

25X1

25X1

25X1

25X1

Approved For Release 2006/05/24 : CIA-RDP72-00039R000100450004- 6 7,;'.';,5 o

SEGRET

2 April 1368

JIMORANDUM FOR: CIA Records Adminlstration Officer - ;

SHBJECT 1 Vitsl Materials and Reecords for Use During
‘ an Emergency

1. | |0f your staff has conferred with me regarding the
current stotus of The procedure for keeping timely vitel materiuls and rocords
on file ot the emergency relocation center | | Acceriinziv,
I beliecve thut this would be an appropriate time to review and restate tae
pelicy governing thls procedure,

2, Todwy, a3 in the nast, it is highly immortant to heve up-to-the-ninuie
docunents and records meterdsala availuble for use on short notice, or ne uctice
<t 211, to the members of the Initial Emergency Relocation Fooce upon troir
srrival [should eneny sction necessitato t
relocntion of our headguarters there. <he need for this reculrewsnt hag nob
abated and «dll not sbete unless and unt.il 211 threats to the nationsl gacurity
aave been resolved.

© 3. Two ba s:.c steps are invoivea in achicving the level of sufficiency
aeeded to fulfill this requirement. The first sten is the selection of
astericls for deposit | [the second step iz |
she nuintenance of & gystem for the tronsuittel of the selected materials to
nd the withdrasal of such materials as they becoue obaolete.

- k. The selection of the materinls iz necessorily e comsnd respontibility
which must be exercised wader the euthority of the Deputy Dircctors down
vhrough the channels of thelr respective Directorates. They, and they elone,
have the meons of determinlng wbat documents and neterisls would be needad by
the merbers of thelr quotus of the Initial Emergency Relocation Force uton

arrival | [for activation of the emergency hesdounriers. The
procese of keeping the moterials tlmcly 1s 2 constent one which uhQ&ld. | 6103)
Dece with affalrs and conditions of the dsy.

i 3. Thr* transaittal of the sclected materials and the withdrasnl of those
whlch-they supplont likesise must be carried on continuously. I wadsystui
hot the records munegement offlcers of the various units are suthorized so
mereise this trenswittel responzidility, once the motericls have been gsiceied
by designated officlals within thelr respective wnits.

6. I belleve that it 1s important for &1l perscns concerned with tuis
process to understand and recognive the difference between the orocadures :nd
criteria dinvolved in the selectinon and tronsmission of vital naterials xc*} ad
for emergency use, and thore veed iu the hondliny of the retired records ~rd
vhe nrchivel weterials | |for storoge in the recoxds centor.

ean
IELR T

] "‘A“"i

T
i

Al
[5““|’d$.ifluc ut
et o
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< eny ¢inlnution of effort along this line, I would be glad Lo prepore tad
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Sibabd

7. The very ncture of the twoe specles of wmelerinls indientes thab thoy
~o pob mix ‘, and that each should be given the separnie attention v:h;.ch it
mgerves. I firaly believe thot the grect lmporbence of having the best «nd
dimeliest vitol meterdals dpmmedintely ub hond in u.,cv.b.Le form xmn the
seeurience of an cmorgency Justifies whatever effort 1s necded,

5., If at zny tine you or mesber: of your staf!l hove reason o balieve
vhat zny elements of our Agency hove loot their aworeness of tix importxoc

s careful selection and deposit of such materiels, I vould ap ,rcciaﬁe g
srinsing this to mwy attontion. I do not, of courss, have conrnd cuthordiy

o] e;m:,ct froz enyone ony vparticuler stsndsrd of pervormence in this fileld, in

~addbion to shich, as I pointed out azbove, the hesds of the oparuting elentnts
ire the people best qualified to cspess thelr nceds in this regard. Howevor,
x5 the sbtuff offlcer charged with the responsibility for insuring contintisy
of our nlssion in time of crergoncy, I have a strony end sbiding interest in the

Aficacy of our emergency witil moberisls prozram. I we were to become

G ARETE

seammend for the siznature of the Exocutive Director-Compiroller o pemoruida
ar &istribulion through the Directorates, relterating the baaic policler
“iscuszsed above.

=

| . CIA Toerzency Plonuing Qfricer

BEOW 3
" Excluded fram aulomatic
- 2 - ] Bownarating &3¢

gy b
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MIMORATDUM FOR: Chief, Records Administration Zrench

SUBJECT : Vital Records Rerort

1. Thls paper is mresgented in onswer to your reguest Lthot I ooxe
the Arzency's current Vitsl Records Prorsron and suabmdt ny recomvends t
for improvenrent.

2. Deforve I present gy findinzgs end list recommendoations I Feel Thas
o brici history of our Prozrsm will show the dnportence of a "Total':
Imerpeoncy Prosrom. A "“urvivql Jroprom thot will asswre us ol the
simudteneous availu’bility of People, Foeilitles (cquimnent), ond Vitel
Neoeords.,

3. Execubive Order 10346 (B:hivit A) issucd by Peesident Trumer in
2oril 1552 made it mondatory thet each Federal Azency estculish o pie i
ror malnteining the continuity of i4g essentiod operetions during o yoaiold
of emergency. It was very casy for us to comply wilth this se our "ViLoL
‘Records Progrom” had 1ts befinnins in 1948 ss mert of the overall Aseas
, reeney Relocatleon Plan, This plan reswlted in the seleotion ond
rentoblishrent of a relocation site precumed to be a save Cletznee Tren
“eriticol tarfet area (Washington). This wes con szstcn wish the tpgg
ccurrent polley for Dvacuatlon of cesentlal personnel end also in apre xwent
cwith bogile asmurpbtlons an prescribed by the CfTice of Civil Defence ral
‘ lMobilizoatlon (Exhibit B).

i

1 L, Ve later learned that our Prozram was alse consistent uith

1
rocoumendetions of the Tasgk Force Report on Panervork Mons saeent In 17
United Btates CGovermment released in Jonuary 1955, This Tgk Forcee 1

mended thut Agency relocation plauns ond viial records projrcame be clesalis

ordinsted (Exhibit C). Ewperience hos shown us that suen ecordinad Lon
vbeolutely esgential to the succecs m an Emergency Promeon

s le}
in

5, In the earlier ycors of our Prozram we could have very Like:y
ccorried on cur esgentlaol emergency operotions through evacuaation of (as

25X1 | cuersency peropornel [ ] However, since the iscuance of thase yulde-
linecs, #8 established by OCiyt {Exhibit B), sreat selentific and tech izl
aidvences hoave been made that lmperil our m‘c.ue'au Ewerpgency Poogran.  Inn

zdvent off the ICEM end thc resulting effect of Talloud covnled with ro-
duction in werningy time wmelies ovr rrecent Inergency Progena vnreallsfics,
1, is for thig rcasgon that ¥ srecented ny provious wener (L .

neernod with the "Totol” Znercency cohocpt.

™ - -
Decovbey

Gk

f?\ l', SRR
%

"»L .!/lﬂ L
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4. The recommendations that I ineluwde reswlt from ides
I io2 gome bime and that have received adddiionsl Limetun

vith Records Officers of the Azency. Durin; thie "Examinos?
diccugsed Vitel Records with the Axency's Imergency 1 m“ﬂp

ol e e
|A\roo“uz Yonasoioent

.i‘D/P ond DD/l, &8 well 28 twelve (12) Hecowds OF ficers reprc
oi’ cachh of the fowr Direclorstes, renreoentatives of Agency
nd several others.

T. In cach of these meebings T discoussed Vitel Record: in the 11 0
ol Its Importonce sg an essentlal sepeet of o "Twobol" Bueriency Prosriii.
Without cxeention, 211 pevcons that I contocbed cgreced thul the Asency
should review its “"Total” Duergency Progrom.

8. It is my pergonal feeliny thot the main weckness someors to bowve
resulted from o lessening of inporitance of the Projrom. o thc fivet L0
yewrs wo nad on exeellent program,  Our peonle vere moblvotad eonce LI
;chnwu a renlistie progromn., Puartlelpation in cnnucl onger 1 nlcy L
cenerated Interest among our people and provided ug wlith the necengary
Inforantion to permit an objective eveluation und Implesent nccesusury
inprovencent of cur Progronm,

_ 2. There docs not scom to be sufficlent renuine :mtmn L oand end
Fopm enanating from the Hation's Eacrrency Plamnins Oflcisls ob thle
It in vory difficult to moblvate workers i thoze re gponsivle, QU ok
connot nresent o more roolistlce prorrom.

10, I gincerely fecl that the correchion of this wentinesa wordd
nelnful in improving the followins eddifional weanknesces that I catescrion
?rmmr the sppropriste ospect of ¢ Wobal Program:

L. JIERGRUCY RITOCATION

B LEURCERCY EOULRREL

TIERE IS A DEFINITE LACK OF ENUIRGNT CONSIDIRED RISENTIAL TO T
510N O HON-PAPER 'I'YPL R..,CC*K o6 Il

Co

ILUIIGEICY.,

TO USATLE FORM AT THE TIE O
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The fuct thot severed offficcer have deoeosited magncile bag e, Rol-

tone nestbives, HPIC byne ©film, ¢bte.s 1t is necezeary thst e uave:
woelnlty tyne eqguipment eopable of converting suach inform:tion intp
vle rorm zvallable al Relocation, ‘

Co  VIPATL, IECONDS

WIIE IS CRAVE CONCERY ADOUT TIE ADECUACY OF VITAL RICORDS

i e

COVIRAGE,

Many Accocy Records OfCflicers hnve indicoted that they do nou foa
confident «..imv‘:. they have pelected 231 Vit ‘1 Records necegsovy to eoy
the creerrency mizsion of thely oifice. Ve con attribute i-.::i- to the .
that nost records officers hava not baen birlcfed in the Encraoncy
of thelr respective oifflces and in sone coces 40 nob even anw their

Neerreney Flonning Offilcer.

T n oy -
ow

D ARCITVAL RECORD ARE O AND WHE BANE.

consolidotion or dusl usense Jeopwrdizer both yprorams,
’Lll“mr for precervation of lLre hiv“l Records is nc:l ia

; Lo Eah b, D) while Inceubive Crder 10340 L) re
':zt e ;nrutuct Vital Récords. These arc two e m rote
ained sepercte and independent ol one snollier,

; Z SIATIGES HAVE BEIEN MALD I8 VIDAL -
TOOCEDURES WIAT HAVE FHOT BREN TCGUALLY ADPTROVED, .

-

aaending of curvent Vital Records Schedules.

% 11, In ordex that the obove wenknessces muy be correchted, I suinm.

the following recommendatlons for your rovieins

~

STRUCTION OF AN UNDERGROUD VAULT AT LANCGLEY USIUG 'IID NILL
TATELY BIETLND THE HEADGUARTORS BULIOING.

n alforded by the naturcl fervzin, nlus
on thravph lininy the walls ond ceilin
s ete, should payxmit us to withovand on ¢
aid protect agecl rcm;";i;in" u;._loat. 1
of this facllity shouldd provide swificient gpace Lo e
[CY L) cosenbicd workerg with ndniwaen u.v,m mnriers,
comensurabe vith the Type of recoxd i cmeren
(ADP, EDS, Microfilm, nhobo interprebabion, cbe.)
thds Tacility. ceovee of Uz —wrorinidy Lo our rmoin build

ot &
[

G
o g,
1

3
11

1P
i

vlneed 1n
thic Lo
poaee tine onerotlons of owr Jreacy, thercby providing goinfubl wbili
A tunrel, linking the mwnin bulldine with this wderpromwid slite would
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0. W FADY INSTANCES, MOPECIALLY LI GIE ID/I AVZA, TT VITAL REC

wnd e
WCORNS TEPCSIT SCiinULEs AR

Thare have been changes mada ia Vitnl Records Deposile withoud t.

o

I 5
[yl -
i1lity could be used productively in fWlildocnt of the dov be o
ig

P

i

o]
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2 un that our neonle, records, and equipment would be srowshi tor.
se of need (L‘:"hioit I‘) In the event of a nl bt atback we wouwld: 5
ieapt hove our ninht hesdquorters forece, who s hould be ©or ETalFAVAD) SN
awr opientleld energency operchions.

WOTNE DVENT THAT TEE ENCTNERRS RULE THE ADOVE OUR, I ¥ RECGIED ) |
FFLOCATING OF AN ACILCY (FTICE | " 25X1
25X1 i

L

iseiiA

T, ISTADLICH A "‘Ti’”‘f‘ T‘.R LIATSON BRTULEN ACELROY EORGENCY PLAMNING CrFICi
A RICURDG CFPICHR

P

1oy 2

-or»r-;f' OiTicers cannot sclect Viial Records unsil ther nove Leal.

in the Beergency Miscilon of theds Offdce., TFwriher, the Recori's
can be very belpiyl in informinz hils E.R.O. o thuz aead
irpent nea’:c.’.ﬂ:m“y o obboin maxlimum utilization of the reloen
W othe vrecent time we have, at reloestion, records cagentizl to
.f;xs;\u.rae.x;mxv_s tiat comnot be used because of the lael of eneci:l eq

D, ITREINT A VITAL RECCRDS SIIIVAR AS SCON AS PRACT TCABLE,

ot

1o geminor would define the need lor a Vitol Boeords I
L.; technigues employed, enpliasize {he neecd fox «ve;g; nIOrin,
, a ccmu. b, To obisin the rocsipies benefit Iren © e

: erative that 1l Ivac ey Planning (?'-J.lu*l’w atbend with thel v
renpeetive Records Oii’iem.“ I amocertadn that suel o seminer will &
e boward motivating 211 vho a\.ute‘u.

i UNTIL A "HARDENED SITR' AS DNOCHIRED IN RECO/MIDATION
A LIED, “f.Iﬂ.LAJ.“T ALG VlT.“L RECCRRG IM A SPECTAL ARRA, 37

DIDTINCT FROM QIR RUCORDE

A Vitel Record nmust not serove aa saad,
in 211 instonces, be an exorn cony of oz
uze % tire of cmersency. 2o have o 1

rnd Vibal) jeopordises both mrogirsss ond cont num on c" this gctlu e S el ,
very disorterous ob the tdie of mn crercency, I wnderstand thnt (Tunl" :
e was aterted as an ecconony rawsiwe, e savinss reclin i '

2oeoonony when comnaved with o vorsille dinshil 7.L:f to an
5 immedintely sccezeible abl Sime of nead, Loin very

e
g
sl

ERRV N
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e situction moy arise requiring that all Vitol Records be moved 4o o
provective zrea. This question of woving Vital Records to o rorve L
Joestlon wag on actual problem given this Agency dwring the 1956 0sc
Alert. :

RV RS ¥

i

This move could be very s@eily cccompliched 4f the Vital Records <

[OXS PRSI e i N
stored gepsrately, but could pgove choobic il they had to e individu iiy
seleeted from the retired or agchival records or Trom thooo v
hove been moved to Suitland. ¥In :ddition, this ducl pwrmoce could Joe
dize our rezponeibility to prescrve, for historical pwroncco s (not ;1 ok

& Vital Recorde Progruam) thoae records that docunent the nctivitics ¢
operabions of this Agency. Thls consolidetion has caused concern &
and DD/SAUr offices. =

T¢ 1llustrate the problems cncountered in making onc copy serve - ‘
. ; DY
duel purpose, I attach Inchibdt I, an extract from my overcll evalunbion of

the 1956 Coeration Alert.

F, IMPROVE OUR METHOD OF RECORDIIG s FILING, AMD MAILTCAILING CUR VITAL
RECORIS DXPGSITS,

: With the congolidationm of the Records Center and Vitzl Records Pooo
many of the corvices necessary to on effective Vitel Records Drogran
curtailed,  The discontinuence or the Availability Register, reduchic: in
EDP cquipinedt, reduction in inter-£1linz, ete, In order that we (RERU R s topls
owr cervices I believe that it is essenticl thot permonent pervconnel be
naclsned to Vitel Records Repository Operations. I further belicve bhish

!
RASEINE

thete cmployces ehould be seporatc from any Records Center operabions, o
effectively correct this deficlency and to provide the Azeney offices viln
current acesunting of their rcgources and cssure them thab their Vitol
Records are cwrrent and accessible would require three (3) caploycas.

| o~

.} I am certain that the benefits Yo be gained would cordainly justily
the expenditure o salsries for thrce employees, At the present tine is is
hecesgary for certoin offices to cend employees [ |to inberiilc
thedr Vital Records. In many coces this involves Go-13's.

G, ALL VITAL RECORDS DEPOSIT SCITDULES EE REVIEVED BY THR OFFICE L0
THE RESPECTIVE RERCENCY PLANNING OFFICER, AND THE KUCORDS OFFICER, Lio0id
SUZISSION TO THIS CFFICE FOR OUR REVIEW AND APPROVAL.

v This chould be accomplished o5 soon ag practicsble, follewing tle
Vitel Records Serdner., This will also assist in achicving better linicon
13 defined in Recommendation "CV.

H, SEPARATE VITAL RECORDS INTO T/0 CATEGORIES: THOSE NEEDED FOR

I DIALE OR CONTINUED OPERATION; AND THOSE NEEDED FOR RECCHSTRUCTION
PURPOSES .
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This refinement in the celection of Vitel Records could resuls in
nemeitiing the storare of thoz2 rezords not need
a more remobe wnderground vrot:tive avea.
wse avalt the reddfining of car vorious olfficces

[ o]
-y
0
(6]
x,_J

I, TE VITAL EECCRDS IROCRAM OER SHOUZD ATTEND TIRSTIOY ILALLNG

e A A i Adginiio
VELTINGS, ’

Lo Vitel Records is one of tho esconticis to a succonsiv
Prosrom, 1t 1o Imperstive that I cotend ouch mectines, I Tee
this wac presontly in effect wr couldd have prevenbted come pro

chonzes thad have caused detericr tion in ocur Propro,

J. ALY CHANCES AFFECTING VITAL RUCORDS DEPCSIT SCHEDULIS AND PROCIIULS
BE APPROVED DY Tild AGLNICY VITAL RUCORDG OFFICER.

Thera hrve been certudn chan-as in the Vitel Records Deno

lony times the depositing offlce iz nol the uzer of tho rocord.

therefore imperstive that all proroged amendmenta to schodulesn wnd
&

in peocedures be reviewved and snoroved by the Ageney Vitozl Recopd

‘who hag oversll nowledge of Vital Records Deposit Schelulcs.

Ko COVDUCT AITWUAL RELOCATION 1LOUT TO DETERMINE THE fDENUACY COF ALL
RELGCATION FACILITIES AD XITAL RYVCORDS.

f The optimm would be the reactivatlon of Operallon flerts, s
relecating of 211 Government agencies, bubt if this con't be sceon
I recowmend that we conduet our own Agoncy tests. Thore is ro
Lo evalunte our "Total" program thon to abtempt fo operaie with on
Lacdlitles and records that would be ab owr disposal 2t tine ol o
I am certain that such tests wouldd provide ws with puch food Lfor

T T
Vil ey

and rermlt us the opporbtunity to ceitique owr findings snd drmloment

Jem i

imorovencnt.

12. Becouge this whole Exceency Presrom xust Lo cons:
insurencee program ve must take Lrcdiaie steps o ancure
cthe mozdeam benefdd from such o noceccory progrem, Unlilke other Docolr)
Provzime 1t Lo nolt posslible for us to show monetary Lenelits o be do-
rived, Wai the benefits o be reclized concern mwach hizher stakes - tha
nationel sccurity of our country.

el

"

13. I vould apprecicte the coportunity to dinouns theos viowo —ils
you ab your convendence.

25X1

e
Atbachientss

Nremxlidibits

TR SRR
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FEDERAL REGISTER

Batwrday, April 19, 1952

EXECUTIVE ORDER 10346

Preporatlon by Federal Agencles of
Civil Defense Enmergency Plans

Hec. 2. In addition to the plans required by
section 1 hereof, each Federel departunent and agency
shall prepare plans for maintaining the continuity
of ite espential funmctions at the seat of Govermuent
and ¢lsewhere during the existence of a civil-defense

emergency.
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PROTECTING VITAL, OPERATING RECORDS

General Services Administration
Netlonal Archives and Records Service
Office .of Records Management

The Federal prosraw hos been based on certoln ground rules thst hove
been generally aceepted as velid, These basic assumptions, which are
epplicable to State and local governments es well ag to the Pedersl -~
agencles, are seven in number: '

1. That in the event of war the city of Washineton will be a prize
target for abom, hydrogen, or other bombing,

2. That other large metropolitan and industrial cenbers will be
equally prime targets for atom, hydrogen, or other bombing.

3. That the entlre concept of “protection” must be bosed on relabive
rather than on absolute salfety, since probably no vault %that is near or
above the surface of the mround could withetend a direct hit by the nost
destructive bombs. Adeguate underground ctorape facilities are not
avellable in many arcas.

L, fThat the need for dﬁpl;cation of records will vary zccording to |-
the vaule of the record, the normal distribution of coples, und the
relative safety of the places to which the coples are distributed,

; 5. That evacustion to a non~target area is the most practical me ns
af provlding protection, with the realization at the sawe time that the
iitharto non-target area mey become a target ares os soon as the valuahle
-material is moved Into it.

i O+ Thet a caleulated risk must be taken with regard to certein
records of lesser value than thoge identificd ae vital records,

é T. That each sgency affected ig responsible for planning and putting
into effect actlon necessary to protect its records,

On File GSA Release Instructions
Apply
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TASK FORCZ REPORT ON
PAPIRVORK MANAGIMENT

Januvary 1955

AFFLNDIX I
EIAILED RECOMYENDATIONS

13. THE OFFICE OF DEFENSE MOBILIZATION, IN COOPERATION WITH THE
GENERAL STRVICES ADMINISTRATION, COMPLETE A FPROCRAM FOR THE
PROTECTION OF VITAL RECORDS,

Zhe propeyr functloning of the Government in time of emergency
will depend on the survival and availebility of vital records. Thoe
0fTice of Defense Mobllization should assure that agzency relocatic:
nlang and vithl records progrong are closely coordinated. Agenéy

reports on thelr vital records should bd subject to a systematic,

continuing review. Algo, the program should be extended to princi-
2 &

ral offices outside the Washington srec, &teps should be taken Lo
lngure thet agency officials will know of the locabion of their

vitel records in times of emergancy.
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PURLIC LAY T5% - Slst CONGRESS

CHAPTER 849 - 24 SESSICH . !

RECOAD3 MANAGLMENT; ACENCY HBADS

566, (2} The head of each Federsl agency shall couse Lo be |
nade and presevved records counbaining adequete and wroper docunent Licn
of the orgonisoeiion, functlonas, pelisies, decisions, procedures, asd !

easentiol tyansactiong of the sgensy and depisned 4o furniszh the i1:rer-

mation necessary 4o probect the legel and financlel rirhtr of tho

Covernment sad of personad dlrectly affected by the sgency's activisies.

"{b) The head of each Federal ageney sholl eztablish acd waisbsin

j24

an ective, centinulng progras for the econordcesl snd cfficient mad - e-
ment of the records of the asgency. Suck progrem shall, among othe-
things, provide for (1} offcctive controls over the croubion, maiibe-
nance, snd use of records in the conduct of current businesa; (2)
cocpersbion with the Sdwinistrotor in wpplying standards, procedutos,
and techniques designed to lxprove the manascment of records, promste
thé zainbenance snd sgcurity of rezords decred approprisie fovr prescre
vation, and facllitote the sesresziion and disrosal of records of
tenporary value; and {3) complieuce with the provisions of this oitle

wnd the rogulatione lasued thercundex™.

Approved For Release 2006/05/24 : CIA-RDP72-00039R000100450004-6




Approved For Release 2006/0%2:.4% i;ﬁAfRDP72-OOO39R000100450004-6

e

REPORT ON OPERATION ALXRT 1956

25X1

8. Office of Basic Intelligence

a. Deficlency - Coveraze. BImergency reproduction of an
NIS section would require full-time wse of that section
by OBI for a period of a week or more., Because the
gections for waich reproducticn was necessary would 11
all likelihood be the same ones needed by the analyst:
at the Reclocation Center, the one capy of cach NIS now
in the Vital Materials Repository would nct, in most
instances, be adequate to satisfy the conflicting
demands.,

Recommendation - It 1s plenned to pleace ancther compl.ote .
- set of publiched NIS in the VM Repository, this set %o
be charged to and relecsable only dy OBIL, This set,
along with the negetives of half-tones and multi-cola:
naps now deposited In YM, will provide this office wiih
reproduction copy for oll published NIS olecments. OBL !
will then be able to carry out its responsibhility to
furnish multiple coples of the NIS in event of an
cingrgency.

Action - OBI has already added the extra NIS to its
current VM Schedule.

e

[ ]
[}

SEbatd

et
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CPYRGHT

THE WALL SIREET JOURNAL

Wednesday, Jenuary 12, 1966

TAKTNG NO CHANWCES

BSholl Q41 Moves Underzround,
Hushes Dlsperages; Behind
the Door at Iron Mountain

L. E. Yont, presgident of National Storage Comuvany,
Boyers, Pemnzgylvania coys: "There isn't much : i
sense in a records probtection system umless you
also have a place vhere the remainder of manare-

ment can pull a company together™.
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8¢ Vital Records Program: The purpose for which the Vital

Records Program was created in 1952 by Executive Order No. 10346
was to pmmtemh select and protect that core of records deemed
necessary to ensure a continuity of essential activities during

national emergencies,

to identifying those documents dhat are vital,is a realistic and
detailed functional statement of the mission and responsibilities
of each component under an emergency situation which requires
relocation and operation with a fraction of normal manpower and
facilities, Our efforts to obtain this basic guidance met wiih
generalized responses to the effect that . ., « "we would continue
with what we are now doing but do less of it." Gradually the
attention of component officers focused on their responsibility
during emergencies of less than nuclear war, Soon they were
using the Vital Records Program to provide themselves with
back-up documentation as protection against office fire, flood,
and riots as well as from accidental damage or loss of information
on films and tapes, Consequently, our Program as it is now
constituted does contain the raquired elesments and is gensrally
rasponsive to the related Executive Orders and GSA instructions
for implementing Federal Vital Records Programs, The limitation
of our Program is one of degree of completion due to the absence
of some documents, special equipment, and operational materiel
which is too expensive, difficult, or short lived to be provided
only to lay idle in a non-hardened site but which would be essential
to our continued operations in a major calamity,
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Emergency Plans we find that the Agency cannot expsct to recover manpower or

Approved For Release 2006/05/24 : CIA-RDP72-00039R000100450004-6

In this reexamination of the Vital Records portion of our

records storage space mtmmmnmmmem through any alteration of the

exksting Plans,

ae

The Records Center has assigned a man part~-time to file and mmh

retrieve Vital Records The L6 components mm

currently selecting Office documents and making deposits to
the Vital Records Collection all have other major duties for
the personnel doing that work on a periodic basis, Similarly

Agency's Central Records Staff has many duties besides the

review and approval of Vital Hecords Schedules and their revision,

No positions could be dropped if we were to terminate our
Program

Vital Records/because no individusl is committed to it exclusively.

Of the 9,200 cubic feet of Vital Records in storage as of 1 January

1970 it is estimated that only about 2,000 cubic feet could be

. an——»

destroyed if the Program was totally discontinued. The remaining

2 » :
T ¢OG cubic feet of documents would have to be given a new

overall title and retained as back-up material to be stored

by the Agency somewhere for emergency recall, For example,

the 3,300 cu, ft. of NPIC films and 3,000 cu. ft. of OBGI map
negatives serve as both ¥ital Records and operational backe-up,
Likewise about two thirds of the CRS 1,100 cu. ft. of negatives

O fehd in oI TTIs
back up the master photos %I\Headquarters/én & room next door to

- an office that had a fire a few months agc). The rest of the

deposits are individually small and diverse, We could gain only
5

1,600 cu, ft, of space in the Records Center if wae ware to

Mroved For Release 2006/05/24 : CIA-RDP72- 00039R0001004500
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the other | I

terminate all the holdings from/L3 components of the Agency, / R
N Pty by ottt WS
They toe would not permit destruction of thase valuable
documents and would rscall most of them to their offices,
Such an action would require about 200 additional safes
(worth $117,000) and over a thousand fest of Headquarters
space to store those records, Further, if kept in the Offices
these documents would not have even the limited protection

EY f?“‘u g

gﬁ' dispersmeﬁtﬁand management might be harshly criticised if

we were found without some back up records following an

accident or emergency not of national enormity,

We

for scheduling and storing Vital Records, We believe there is room for
Records Management Board
improvement in the identification of Vital Records,#l the Central Staff or /
will be directed to challenge the Seniew Records Management Officer in
those
each Directorate to review and certify to the vital necessity of Fff records
from each of their components, Where possible back~up material without any

energency relationship will be reclassified for other storage facilities,
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8o Vital Records Program: 'Ihe purposeg the Vital Records Program ER/’“ o

a2 tO protect that core of records deemed necessary to ersure, ontinuity of
essential activities during national emergencies. Attachment B provides a ;
!"-'rf"'h At g F ctjlr”‘g { ﬁ,w..l.— ,aM’ F@? *“4‘*
sumary of definitions, basic assumptions, and m e’lements}\ The first
step in developing a viable Vital Records Program is not related to records
at all but rather to a realistic and detailed functional statement by heads
of Offices of the mission and responsibilities of each component under an
emergency situation which requires relocation and operation with aﬂ fraction of
normal manpower and facilities. Past efforts to obtain this basic guidance
have met generalized responses to the effect that . o o "we would continue with
what we are now doing but do less of it." MNevertheless, our Vital Recards Program’
as it is now constituted does contain the required elements and is generally
responsi¥e to Executive Order 11093 and the GSA instructions on implementing
Oun preaect Valid Racmgio bivig sloredans oullidbind
Federal Vital Records Porgrams. % /@,yfaq‘-a%s At 5 o1l Thuton rtiBagh, ol e gpenily,
MWA&, a.. W&-ua}é gguwa/r’ wotde Ll ~er € 7 fvt-.( S A ot N
Our future Vital Records Program will directly reflect the policy of the
Emergency Plans, If the Policy calls for a reduced Plan that is inactive but

available for emergency activation the Vital Records will automatically become
- ? ‘ﬁ M -

the same. Cocmponent officers wfllk?xo’b stimulate greater action on emergency
A?“"‘”% %Mlﬂyﬂw j&aﬂzﬁw@" "{WP [""W/& :{“ g ety £ ‘!ezu.&?
records than exists for other emergency planso AAlso we f£ind the Vital Records
differ from the Vital Ecuipment and other Emergency Materialsy, in thet the Agency
camot expect any net storage space or manpower to be recovered as a result of

the policy of a retrenched Emergency Plan. The manpower and space situwation is:

ae At present the Records Center uses half of a man's tire to file and

STAT

retrieve material in and out of the Vital Records Collection

The L6 components currently selecting Office material and making

deposits to the Vital Records 2ll have other major duties for #the
ApprovedForiRelease 2006/08/2dr €1ARBPT2:00039R000300450004-61e Central
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Vital Records Schedules and their revis_ions. No manpower could be

dropped as a result of the termination of the Vital Records Program.

Of the 9,200 cu. ft. of Vital Records in storage on 1 January 1970
it is estimated that only about 2,000 cu. ft. could be destroyed if the

Propgram was totally discontinued. The remaining 7,000 cu. ft. of documents
A naunamet necp il and
would have to be retainedjand stored somewhere for Agencyiuae regardless
T Crl\lEN (N
of what different nmme they might be esntied, These records co_me froms
Agencywide some

NPIC  3,3L7 cu. ft. DDp/RID a5 39 other components
ORGT  3,09N cu. Tt DDS&T/0CS 283 . have depomted
w- GRS 1,108 cu. £t DCI/Cable See 159 667 cve o
T, 59 DDS/OTR 128 - ‘
TousT

We would gain only 1,600 cu. £t. of space in the Records Center if we
terminate all the ho_ldings from_hj componentss They would not pemi't
destruction of these valuable documents and would recall them to the
offices. They would need 200 additional safes (worth $117,000) and over a
thousandéd/#f feet of office space to store thme records at Headquarters.

b

1Ak
’{,Lkewise, we feel the thﬂee-D‘)I components could not destroy s 7,500 cu.ft

W\/va«w e ddbo e M%AJ mﬁt e TH—

It is rec‘omrrmrdui that the col]ectwon of Vital Records remaining after the

required review and certlfication of need be left in the Records Center and the

axisting

Schedules left in force, In the ammouncemert circulated to all components

concerning the new pollicy and procedures for the Emergency Plans there should be a

section concerning the procedures for Vital Records stating in effects

Yach component is responsible for i'Lo can Vital Records mich it determines

a:cv necessary to meel any eme
in the Agancy Becords Center

Yy

These documerts may be stored
Sfae until required for

emergency uwee.  The componentis re%oon _Lb.LlJ.'Ly' includes identifying the type
records needed for any emergency, scheduling the material far transfer to the

gency Relocation or storage site, selecting amd transferring the Vital

decords, and maintaining tne preserved records in an orderly, current, state
of readiness for uncrgency uses Only records actuplly intended for emerpency
use may be lablsd and stored as Vital Records. ( similar statement o

componenh reuprms ibility for

cation and storage of necessiry emerpency

identdfi
t){{h}‘[?cm"nt and other mdtuz-lal 7")011‘}. be specif L"‘d ‘Tl Tl dﬁl’lﬁ)uuubmpﬁto}

yg\r Ty
_ i L
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With regard to the continued storage and updating of Vital Records
the components of the Agency must bs reminded of their responsibilities.
The component officers are best situated and are the most lo gical
indiwiduals to identify and insure the adsquacy, usability, and currency
of the component's Vital Records Collection, Further, these officers
are aqualt_ty aware of the related equipment and operational materiel
their component will need to utilize the rscords or to contirmme their
opsrations in an emsrgency, whether limited or national, Therefore,
it is suggested that when the revised Emergency Plans are established
and the Directorates advised of the policies and procedures, there
should be included a section reiterating the continuing personal
responsibllity the component officers have for personnel, records »

equipment, snd materials to meet any tjpe of emergency requirement,
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PR
TN e
Approved For Release 2006/05/24 CIA RDP72- 0003&3@001004500(?£.A

it

8. Vital Records Program. The purpose of the Vital Records

Program is to protect that core of records & deemed necessary to ensure
continuity of essential activities during national emergencles. Attach-
ment B provides a summary of definitions, basic assumptions, and program
elements. The first step in developing a viable Vital Records Prougram
is not related to records at all but rather a realistic and detailed
functional statement by heads of offices of the mission and responsibilites
of each component under a national emergency situation requiring tmpkmn
mexkarimr implementing, relocation and operating with a fraction of
their normal manpower and facilities. All past efforts to obtain this
basic guldance have met with similar generalized responses to the effect
that . . . "we would continue with what we are now doing but do lass of
it." Nevertheless, our program as it is now constituted does contain
all of the required program elements and is gemnerally responsive Lo
Executive Order 11093 (February 26, 1963) and the implementing instruc-—
tions issued by General Services Administration on the Federal Vical

Records Progranm.

6
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8. Vital Records Program. The purpose of the Vital Records

Program is to protect that core of records & deemed necessary to ensure
continuity of essentdal activities duriang national emergencies. Attacli-
ment B provides a summary of definitions, basic assumptions, an¢ prograa

elements. The first step in developing a viable Vital Records I'vogram
£,

is not raelated to records at all but rathef;a realistic and detuiled

functional statement by heads of offices of the mission and responsibilites
AN e

of each component under.Aéﬁéiibﬁa& emargency situation requiring mapisx
iy on - o
munknki&n<jﬁﬁ2§ﬁ2§ﬂf@g, relocation and operatiggrwith a fractior of

their normal manpower and facilities. All past efforts to obtain this
basic guidance have met with similar generalized respouses to the effect
that . . . 'we would continue with what we are now doing but do l:ss of

03[ fz'jfdwi"'{ -
it." RNaversheless, jour program ZsZi¢ i@ gow?ciaPltihag docs contaln

I

all of the requirad yxe@¥hf elements and is generally responsive to
Executive Order 11093 (February 26, 1963) and the implementing luastruc-

tions issued by General Services Aduinistration on the Federal Vital

Records Program.

, 6
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FPMR 101—11

RECORDS MANAGEMENT HANDBOOK

managing emergency preparedness files

FEDERAL
VITAL RECORDS
PROGRAM

1968

GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE
OFFICE OF FEDERAL RECORDS CENTERS

Federal Stock Number

On File GSA Release Instructions Ag&l}/ 7610-543-7722
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RECORDS MANAGEMENT HANDBOOK
managing gmergency prepareJnedo :J—l;'/ed

FEDERAL
VITAL RECORDS

PROGRAM

1968

GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE
OFFICE OF FEDERAL RECORDS CENTERS

For sale by the Superintendent of Documents, U.S. Government Printing Office
: Washington, D.C., 20402 - Price 20 cents
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RECORDS MANAGEMENT HANDBOOKS are developed:
by the National Archives and Records Service as technical
guides to reducing and simplifying paperwork.

RECORDS MANAGEMENT HANDBOOKS:

Managing correspondence: Plain Letters ... ....... 1955 47 p.
Managing correspondence: Form Letters ... ....... 1954 33 p.
Managing correspondence: Guide Letters ......... 1955 23 p.
Managing forms: Forms Analysis ... ............. 1960 62 p.
Managing forms: Forms Design ... .............. 1960 89 p.
Managing mail: Agency Mail Operations .......... 1957 47 p.
Managing current files: Files Operations .......... 1964 76 p.
Managing current files: File Stations ... .......... 1968 52 p.
Managing current files: Subject Filing ... ......... 1966 40p.
Managing noncurrent files: Applying Records Sched-

ules . 1961 23 p.
Managing noncurrent files: Federal Records Centers . 1967 39 p.
Mechanizing paperwork: Source Data Automation ... 1965 78p.
Mechanizing paperwork: Source Data Automation

Equipment Guide ............ ... . ... .. .... 1962 120 p.
Mechanizing paperwork: Source Data Automation

Systemns ... 1963 183 p.
General: Bibliography for Records Managers . . ... .. 1965 58p.
General: Copying Equipment ... ................ 1966 82 p.

i
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FOREWORD

To put the Federal vital records program in its proper perspective, it must be remem-
bered that its entire purpose is to protect that core of records (information) deemed
necessary to ensure continuity of essential Governmental activities during and follow-
ing national emergency conditions, including a possible enemy nuclear attack upon
the United States.

The continuity of Government program was initiated on the Federal level by Execu-
tive Order 10346 of April 17, 1952. Under this order each Federal department and
agency was made responsible for placing itself as soon as possible in such a position
that it could carry out its essential functions in an emergency.

The continuity of Government program includes, among other things, the development
and maintenance of a program for the protection of vital records so that such records
would be available at the time and place where they would be needed.

Leadership and coordination for overall emergency preparedness resides in the Of-
fice of Emergency Planning, acting on behalf of the President. Section 304 of Execu-
tive Order 11051 of September 27, 1962, specifies that OEP shall develop policies
and plans to assure the continuity of essential Federal Government activities through
a-variety of programs providing, among other things, for safekeeping of essential
records.

Emergency preparedness responsibilities of the General Services Administration in the
area of records management are set forth in Executive Order 11093 of February 26,
1963. Section 2(e) of this order directs GSA to “provide instructions and advice on
appraisal, selection, preservation, arrangement, reference, reproduction, storage and
salvage of essential records needed for the operation of the Federal Government after
attack, on an emergency basis including a decentralized system.”

Designed to assist Federal records officers, defense coordinators, and others con-
cerned with emergency preparedness, this handbook suggests some of the factors
and methods that should be considered in developing and operating vital records
protection programs. It supersedes the 1958 edition of the GSA Records Manage-
ment Handbook entitled “Protecting Vital Operating Records.”
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1. DEFINITIONS AND BASIC ASSUMPTIONS

As part of planning for national survival, the
vital records program augments related emer-
gency preparedness programs assigned by law
or executive order to virtually every department
and agency of the Federal Government.

To achieve optimum status of the program on
a continuing Government-wide basis, each Fed-
eral executive department and agency is re-
sponsible for selecting and safeguarding that
body of information which would be most use-
ful to its own essential emergency and recovery
functions. This means that each must estab-
lish and maintain its own vital records pro-
gram,

Let's start by providing some definitions of
terms. )

Vital Records

This term is synonymous with “essential rec-
ords,” “emergency preparedness records,” "'in-
dispensable records,” *relocation records,”
and several other terms denoting records
vital to facilitating continuity of Government
activities under national emergency conditions.

Emergency Operating Records

This category of vital records relates to the
essential functions of the Government for the
duration of an emergency if this country is
attacked, and comprises organization and
manning records (readiness) as well as sub-
stantive and procedural records basic to imple-
mentation of emergency operations. They are
the records that would be needed immediately,
that should normally be prepositioned at emer-
gency alternate or relocation sites, and that
should normally be in the form of paper copies
so that they could be used (read) directly with-
out reliance on enlarging or other equipment.
Protection of this category is of prime im-
portance. Such records include those neces-
sary to:

1. The military effort of the Nation

—the operation of the Armed Forces;

2. The mobilization and protection
of the material and manpower re-
sources of the Nation;

3. The maintenance of public health,
safety, and order; the conduct of
essential civil defense activities.

Rights and Interests Records

This category of vital records relates to the
preservation of rights and interests of indi-
viduat citizens and of the Government. They
need not necessarily be kept at alternate sites,
as they would not normally be needed imme-

1

diately, nor need they be kept in readable
paper form.

The central theme of this handbook is that a
formal vital records program, reflecting top
management support, is needed within each
Federal executive department and agency to
fulfill this aspect of emergency preparedness.
It should be designed to achieve optimum ca-
pability in this area within budgetary limita-
tions.

The cost and complexity of work that would en-
sure the availability of every document that
might be needed would be prohibitive. It is
particularly important that the program be
kept on a practical basis because:

1. It is an essential part of the pre-
paredness program designed to en-
sure the continuity. of Government
under the most adverse circum-
stances. Overall preparedness will
be found wanting to the extent that
necessary information is not avail-
able when it is most needed;

2. There is every reason to expect
that this program must be kept cur-
rent for an indefinite period of time.
If it is overly elaborate, cumber-
some, or costly, inevitably it will not
be kept up. The procedures for en-
suring that vital records will be avail-
able must be made routine.

The Federal program herein set forth is based
on certain ground rules that have been gen-
erally accepted as valid. These basic assump-
tions, applicable to State and local govern-
ments and industry as well, are that:

1. The best and most accessible
storage space available, in terms of
possible nuclear attack, should be
used to safeguard vital records. Con-
sideration should also be given to
use of the best available equipment
when dispersion is used as a key
protective measure;

2. The need for duplication of rec-
ords varies according to the value of
the records, the normal distribution
of copies, and the relative safety of
the places to which the copies are
distributed;

3. Providing special alternate sites
for emergency operations in non-
target areas is perhaps the most
practical means of providing protec-
tion, with the realization at the same
time that the hitherto nontarget
areas may become targets as soon
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as valuable material is moved into
them;

4. A calculated risk must be taken
with regard to certain records of
lesser value than those identified as
vital records; and

5. Each Federal executive depart-

ment and agency affected is respon-
sible ‘for planning and putting into
effect action necessary to protect its
own vital records. The department
or agency actions necessary to es-
tablish and maintain a vital records
program are depicted in figure 1.

PROGRAM ELEMENTS

1. Delegate agencywide program responsibility to a headquarters official, and desig-
nate a network of liaison officers to implement the program in the field;

2. Develop basic principles and guidelines to be followed, covering elements such
as program responsibilities, location of operations (concentrated or dispersed), and
records to be safeguarded;

3. Develop and issue to agency officials involved an establishment directive outlining
plans for unified management of the program, including guidelines and procedures
for the selection, collection, inventorying, transferring, protecting, and otherwise
maintaining the vital records;

4. Preposition the vital records at operational or other safe locations, providing any
necessary equipment to use machine-coded or micro-filmed records; and

5. Indoctrinate all agency personnel concerned with maintenance and operation of

the vital records program.

Figure 1. Program Elements for Vital Records

2. WHAT RECORDS ARE VITAL?

Standards for identifying the vital records of
a department or agency cannot be established
except in very general terms.

The key to identifying the records in the
emergency operating category, already de-
fined, is obvious. Essentially only records
necessary to the conduct of emergency func-
tions of a substantive nature are involved,
although those covering organization, assign-
ment of specific responsibilities and duties,
delegation of authority, succession to com-
mand, and related emergency readiness mat-
ters are included. However, the determination
as to whether or not a given record is vital
and which category it fits is often a difficult
decision to make. Certain records may fall
within both the emergency operating and
rights and interests categories.

Much of what most employees do from day to
day would not be done in an emergency. Every-
one tends quite often to forget this, and it is
necessary constantly to remind ourselves.
Normally in identifying the vital records of a
department or agency either one of two ap-
proaches can be used:

2

1. A complete inventory is com-
piled, showing all records touching
on emergency functions, and then a
selection is made from them of the
records to be safeguarded; or
2. A careful study is made of how
functions would be carried out under
emergency conditions, and then on
the basis of such a study a listing is
made of what records would be re-
quired.
In either case the only practical way to deter-
mine the completeness of the selection is
through a test under simulated emergency
conditions.
The first of these alternatives might at a glance
seem the surer, but that is not always true. In
using the inventory method alone, there is a
tendency to earmark entire series of records
for duplicating although actually only a few
papers in the file are essential.
The difficulty in the second method is, of
course, obvious, It is difficult enough to imag-
ine the conditions under which emergency
functions would be carried out because we
are too used to telephones, files, easy trans-
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portation, and consultation. It is even more
difficult to imagine what records would be vital
in carrying out the work to be done under
emergency conditions.

It cannot be overemphasized that in identify-
ing vital records the records themselves must
be evaluated only in regard to their essentiality
in carrying out emergency functions or in pro-
tecting rights or interests. The person making
the selection is not concerned with the archival
or research value of the files. Many records
currently being safeguarded have no lasting
value, but their value at the onset of an emer-
gency can hardly be questioned.

Lists or payrolls of persons receiving pensions
are not of much enduring value after the
statutory period for claims has run. Neverthe-
less, these records would be vital in maintain-
ing or reestablishing the flow of cash through
the economic system of the country in the
event of an emergency.

On the other hand, experience has indicated
that certain personnel are so familiar with
existing problem areas and carry so much pro-
gram knowledge in their heads that they have
not given sufficient attention to records which
should be at the relocation site. They over-
look the twin facts that in time of emergency
they themselves may not reach the relocation
site, and that people not so well acquainted
with their activities may have to take over.
Records at the site should be usable by others.

In identifying vital records, as might be ex-
pected, there are a few types that almost every
department or agency evaluates in about the
same way:

General Management Records

Vital records include statements of mission in
an emergency, plans and programs for carrying
out this mission, statements of delegations of
authority and of succession to command, any
predrafted regulations or announcements to
be issued immediately upon the onset of an
emergency, action programs that may have
been drafted in skeleton form, information as
to the whereabouts of vital records, informa-
tion about agency personnel, property, and
activities sufficient to provide a basis for dam-
age assessments, and similar information on
essential emergency functions. Copies of basic
legislation, regulations, and procedures are
often included, even though many of these
would be rendered at least temporarily in-
operative in an emergency.

Personnel Records

Among the personnel records most frequently
designated as vital, in addition to lists of key
employees assigned emergency duties, are
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rosters of employees (often in the form of a
telephone directory or a copy of the payroll)
and rosters of employees’ skills that might be
useful during and following an emergency. Of
prime importance, of course, in time of emer-
gency would be information as to which em-
ployees were available for duty and which were
casualties, but such information must be ob-
tained through a prearranged reporting system
rather than through storage or security copies
of records.

Legal Rights Records

In general a distinction has been drawn be-
tween records that support legal rights which
might be reestablished through affidavit and
which are well known to those involved, and
records of legal rights maintained by the
Federal Government as the statutory office of
record, particularly if it is unrealistic to expect
those involved to know the details of the rec-
ords.

Real estate titles, for example, have in the past
been reestablished after loss of records, and
usually departments and agencies know what
real estate the Government owns. Furthermore,
there are inventories of Federal land holdings,
with copies dispersed in various locations.
Finally, the Federal Government is not the
office of record for real estate titles; they are
registered in local court houses, many of which
would almost certainly escape relatively un-
harmed in an emergency. For these reasons
Federal agencies have not tried to safeguard
title papers to federaily-owned land. Affidavits
and other records that might survive an emer-
gency should be sufficient to reestablish title.

Where the Federal Government is the office of
record for legal rights—citizenship, for exam-
ple—it has a primary responsibility for their
protection. Few people know the amount of
their equity in retirement funds, so the neces-
sary records to protect this equity have been
safeguarded. Most Federal departments and
agencies have also taken steps to protect the
rights of their employees to earned leave and
to pay due them through safeguarding copies
of periodic payrolls and key leave records.

Fiscal Records

There has been no effort to provide vital record
copies of all the fiscal records of the Govern-
ment simply because it would be too unwieldy
and expensive.

Most departments and agencies have safe-
guarded copies of periodic summaries of their
financial status, records of significant amounts
of money due to the Government, and records
of certain debts owed by the Government. For
the most part, however, no effort has been
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made to safeguard copies of all fiscal records
relating to procurement; it is up to the seller
to preserve what he might need to prove his
claim.

On the other hand, the Government tries to
safeguard a record of loans it has made in
order to collect, if collection would be possible
after an emergency. In its handling of fiscal
records the same factors and motivation pre-
vail in the Federal Government as in state and
local governments and in private industry. Ow-
ing to differences in the respective missions of
Government and private industry, however,
different records are chosen,

Industrial Records

The Federal Government operates many kinds
of industrial establishments, and in such es-
tablishments the key records are the same as
are to be found in private industry.

Engineering drawings, explanations of complex
industrial processes, lists of suppliers of items
and materials not everywhere available, and
similar records are carefully safeguarded.

Assigned Mission Records

In determining what are indispensible records
of activities peculiar to individual departments
and agencies, each must of course make its
own decision in the light of the emergency
mission for which it is responsible. The rec-
ords designated will be greatly influenced, how-
ever, by whether the emergency mission is
simply a continuation of a normal peacetime
program or is instead a completely or nearly
completely new program, such as price con-
trol, which is not a normal function.

If the emergency mission represents continua-
tion of a normal program, copies of those rec-

ords that show the current status of the pro-
gram should be safeguarded.

Records showing the location of stocks of
medical and other supplies may be of the ut-
most importance; records of building construc-
tion and of public utility systems may be es-
sential for repair and rescue work as well as
for determining the relative safety of structures
still standing.

Basically, departments and agencies will want
to provide vital record copies of summary in-
formation needed to continue and expand
going programs.

On the other hand, if the emergency mission,
or a part of it, consists of the administration
of a program not a part of normal Government
functions, background material as to how the
work was done in previous emergencies, or
how it should be done, should be safeguarded.

A small stock of forms used to accomplish the
mission, reports required, regulations, proce-
dures, and, particularly, critical evaluations of
the success of comparable predecessor pro-
grams, would be vital.

Such materials may often be available in
printed or published form rather than as manu-
scripts. Regardless of form, they will be all
important in getting the program off to a fast
and effective start.

There are additional problems in correlating
the selection of vital records by central offices
and field offices of agencies. As a rule, there
is no need to safeguard the same information
from both places. If a pension roll is being
safeguarded centrally, field offices need not
protect the same information at each field loca-
tion. On the other hand, a certain amount of
duplicate information is required at central
offices and field offices.

3. METHODS FOR PROVIDING VITAL RECORD COPIES

Most often vital records are maintained as
duplicate copies. The methods employed to
protect vital records vary from department to
department and from agency to agency, but es-
sentially they involve combinations of four ex-
pedients:

Reliance on Existing Duplicates at Other
Locations

Almost all departments and agencies rely to
some extent on duplicate sets of documents
already on file at separate locations within
their own organization, in other agencies, or
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even in non-governmental institutions to which
they would have access in time of emergency.
These documents are regularly added to as a
part of everyday business. This has been
termed “built in dispersal.” In some instances
the whereabouts of these duplicates is well
known; usually field offices have copies of all
of an agency’s directives, regulations, organi-
zation charts, and the like. In other instances
only a handful of employees are even vaguely
aware of the existence of the program for the
protection of vital records, and therefore only
that handful have even thought in terms of the
existence and preservation of duplicates in
field office files.
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Provision of Duplicates for Storage at
Another Location

In most instances duplicates are assembled
specifically for storage in emergency alternate
or relocation sites, or at other security loca-
tions. This has been called “improvised dis-
persal.” The volume of these records normally
is not such as to create a space problem. Such
duplicates are usually prepared simultaneously
with other records in regular day-to-day opera-
tions for periodic transfer to security storage.

Provision for Copies of Existing Records

Many departments and agencies have under-
taken programs for making copies of existing
records, either because there are existing ac-
cumulations of vital records of which no extra
copies are available or because the nature of
the record makes it impracticable to create it in
multiple copies. Examples of the first type of
records are construction drawings for public
utilities constructed in the past; examples of
the second are records of certain loans.

Copies are made by various methods, depend-
ing on the quantity of records to be copied and
on the nature of the record. Conventional office
copiers are now extensively used, but micro-
film has been the most used method for repro-
ducing existing files. Some Federal agencies
have used their own cameras or have arranged
for the General Service Administration to do
the filming on a cost reimbursable basis,
whereas others have contracted with commer-
cial companies that are equipped to do the job.

When the vital records program was first ini-
tiated it was necessary to microfilm significant
quantities of existing records to provide the
capies for security storage. As time has passed,
provision has been made for providing extra
copies at the time records are created, and
microfilm has been used less. There are at
least three reasons for this decline:

1. Microfilming is more costly nor-
mally than providing an extra copy at
the time the record is created;

2. Microfilm is relatively difficult to
use, and in an emergency there
might be real difficulty in providing
necessary readers or reader-printers;
3. As long as the images are on a
single reel of microfilm, only one
person can use the reel at a time.

In certain circumstances, however, microfilm-
ing has merit in providing vital record copies.
It can be done relatively quickly, it presents a
minimum storage problem at the alternate or
relocation site, and it is usually less costly
than other reproduction processes where re-
production of existing documents is necessary.
When vital records are maintained in machine-
coded form, as for example on magnetic tape
or on punched cards, consideration should be
given to providing equipment for using the
coded information. Stored records so coded
also should be accompanied by a copy of the
program or other information necessary to use
them.

Evacuation of Official Files to Relatively
Safe Locations

Evacuation of vital records to a safe location is
feasible when they are referred to very seldom,
or when, after their immediate administrative
purpose has been served, they will not be
needed for a predictable or relatively long
period of time. It may also be practicable when
the emergency relocation site is in the imme-
diate vicinity.

The particular method used in ensuring the
availability of records depends on what records
are to be available, to what extent their disper-
sal has been accomplished through normal
procedures, and the relative costs of providing
protection through the several available
methods.

4. MECHANICS OF PROTECTING VITAL RECORDS

After vital records have been identified and de-
cisions made as to the best method of provid-
ing copies of them, the next question that
arises is, where should they be stored.

For storage purposes, a distinction may be
made between the two categories of vital
records:

1. Records that are “vital to the es-
sential functions of the Federal Gov-
ernment for the duration of an emer-
gency if this country is attacked”
should be available at the depart-
ment or agency relocation sites.

5

These are the emergency operating
records,

2. Records that are essential to the
preservation of rights and interests
of individual citizens and of the Gov-
ernment require special protection
but need not be at relocation sites.
The sites chosen for such records
should be relatively safe, but often
these records are voluminous and it
may be impracticable to keep them
at relocation sites.
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Records that should be at the relocation site
need not necessarily be stored within the same
facility but they must be accessible to it under
emergency conditions. Records that would be
needed in West Virginia should not be stored
in North Dakota. Transportation and com-
munication facilities would be at a premium
during an emergency, and they should not be
used in transporting or transmitting records
that could have been stored at a more acces-
sible location.

Many commercial companies have either built
special repositories in sparsely populated areas
or have rented space in one of the several
commercially-operated vaults in abandoned
mines or tunnels. For the most part the Fed-
eral agencies have not gone into commercial
space. Rather they store their vital records at
conveniently located emergency relocation
sites, often underground, designed to protect
against almost any force except direct nuclear
blast. The hazard of radiological fallout re-
quires adequate shielding of those records re-
quired during the first few days.

Another element in the choice of location must
be the storage facilities that are available or
can be made available. Certain stored docu-
~ments are likely to be security classified, so at
least some of the space or equipment that is
used should be approved by the agency se-
curity officer for storage of documents of the
specified degree or classification.

Continued maintenance of the vital records is
more dependent on the care taken in labelling
and shipping the files than on the space and
equipment.

There are many factors to be considered in this
apparently simple operation, some of which
are not so simple in fact:

Point of Collection

There must be a clear-cut determination as to
the organizational levels at which vital records
will be collected, packaged, and organized at
the storage point. In large Federal agencies
this may be at the bureau level, with subpoints
within the bureau; in other cases it may be at
the branch or section level. In any event, there
must be a specific person responsible for see-
ing that the records of a given unit or group of
units are collected and forwarded, and the
records aimost inevitably must be organized at
the storage site in accordance with the units
forwarding them. Only in this way can all the
vital records be made available promptly to
the unit responsible for a given function in an
emergency. If all the records of a department
or agency are intermixed, there may be a major
segregation job before any emergency activi-
ties can begin.

6

Packaging

Records should be placed in appropriate
folders, envelopes, or bundles small enough to
handle easily. In the case of security-classified
materials, the envelopes or bundles should be
of such size that they will fit into legal or letter
size safe-type file equipment or on shelves in
a vault area. In addition, records of only one
organizational unit should be in the same en-
velope, folder, package, or carton, and all of
the records in a given file unit should be dis-
posable at the same time. Many agencies pro-
vide that employees stationed regularly at the
relocation site are not permitted to open an
envelope, folder, or bundle, so that records
which are to be replaced quarterly, semi-
annually, or at some other period should not
be in the same bundie with records not re-
placeable at the same intervals.

Marking and Numbering Packages

Each package must be marked and numbered
so that it can easily be identified. Preprinted
labels are available that, when the blank spaces
are filled in, give all the information necessary
for handling the materials (see figure 2). The
information provided on the labels is keyed to
an inventory which gives complete information.

Inventory or Master List

Usually each collecting point is responsible for
preparing an inventory of the.records to be
stored, and provision is made for checking the
inventory at least semiannually. Copies of the
inventory are retained by the collecting point,
by the person responsible for the program in
the agency, and at the relocation site. In the
system used by the General Services Adminis-
tration, this inventory is the key to using the
records. The item number on the package
labels simply refers to a number on the inven-
tory. Separate forms may be provided for
emergency operating records and rights and in-
terests records so that, if necessary, the rec-
ords can be stored at separate locations. In-
ventories contain not only a description of the
records but also information as to replacement
81; the files and other necessary data (see figure

The inventories are normally prepared by
appropriate program officials creating vital rec-
ords, reviewed by records officers, and ap-
proved by defense coordinators, or others,
prior to transfer of the records to security
storage.

Security Designations

Where records are security-classified, they
must be packaged, wrapped, and marked as
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PAGE OF PAGES

GENERAL SERVICES ADMINISTRATION ORIGINAT ING OFF ICE (Service or Staf] Office)
INVENTORY OF EMERGENCY PREP AREDNESS RECORDS
(EMERGENCY OPERATING REC ORDS)
[FREPARED BY (Name of Program Official) To'us Tnzvlawan BY (Signature of 3750 Records Of) ﬂm)Jnm APPROVED BY (Signalure of SA0 Defense cDad.i,Fu:
(TEM_IDENTIF ICATION NAWE OR TITLE AND FREQUENCY SITE MAINTENANCE
o {Name, description, subject, form ne,, SITE LOCATION | comres’ SaMBOL OF oF
: reports control symbol, ete.) §3) COPTES TO S DISPATCH DISPOSITION INSTRUCTIONS
) (2) MaN] co | RO} £4) 15) (8)
FORM "
(Instructions on reverse GSA wr o7 1656
TTEM NO.

TO
DDEPDSITMY [:'MAIN SITE [:lCO SITE DRO_SITE

FROM (Agency) SERVICE/STAFF OFF ICE Dco DATE

[lro__

FREQUENCY OF DI SPATCH

ITEM IDENTIFICATION

1TEM MA INTENANCE AND DISPOSETION INSTRUCTTONS

IDENTIFICATION LABEL - PREPOSITIONED RECORDS GSA MaR 67 16568

DETACH
INSTRUCTIONS FOR PREPARING G5A FORM 1656B

“TO. Check site destination. All items on GSA Form 1656A are forwarded to th

e

GSA Vital Records Depository. GSA emergency site locations are shown in col-

umn 3 of GSA Form 1656, If regional office site, include the number designatiol
for that region.

ITEM NO. Same as entry in column 1, GSA Form 1656 or 1656A as appropriate,
AGENCY. Enter “GSA".

SERVICE/STAFF OFFICE. Enter office symbol or name of service or staff
office and check Central Office of regional square as appropriate. If regional
office, show number designation for the region.

DATE. Enter date material is packaged and forwarded.

FREQUENCY OF DISPATCH. Same as entry in column 5 of GSA Form 1656
column 4 of GSA Form 1656A as appropriate,

ITEM IDENTIFICATION. Same as entry in column 2 of GSA Form 1656 or
GSA Form 1656A as appropriate.

ITEM DISPOSITION INSTRUCTIONS. Same as entry in column 6 of GSA Form
1656 or column 5 of GSA Form 1656A as appropriate.

Figure 2. Samples of Inventory Forms and Label
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Figure 3. Underground Space Occupied by the Vital Records Depository, Exterior and Interior V ews
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2. Makes the records available for
use as early as practicable after re-
ceipt, answering inquiries about
them as authorized;

3. Adds, replaces, withdraws, de-
stroys, or returns records, as appro-
priate, usually on an unopened con-
tainer basis.

Departments or agencies using the Depository
should:

1. On initial transfers, provide the
name, address, and telephone num-
ber of officials having primary re-
sponsibility for the transferred rec-
ords, and designate, in writing,
officials authorized to order disposi-
tion and to inspect or otherwise have
access to the records (providing
specimen signatures);

2. For each shipment of records
transferred, show the highest de-
fense classification on the inner con-
tainer of each packaged file item;

3. Provide any special instructions
or assistance concerning arrange-
ment, service, or maintenance of the
records, if required;

4. Bear the costs of shipping records
to and from the Depository.

To help facilitate handling transfers at the
Depository, a completed inventory or descrip-
tive list of the records (in duplicate) should
accompany each shipment, or be mailed in ad-
vance. One copy will be signed and returned
as a receipt for the shipment. For future
reference to the records, it will show an acces-
sion number assigned by the Depository.
Standard Form 135, Records Transmittal and
Receipt, and Standard Form 135A (Continua-
tion Sheet), if needed, may be used for this
purpose, or the using agency's own vital rec-
ords forms may be used (see figure 2 for ex-
amples). A memorandum or letter will also
suffice. The particular forms used are not
important so long as adequate information is
furnished.

Standard size transfer cartons are available
for shipping records to the Depository. De-
partments and agencies are encouraged to use
these cartons because of their compatibility
with the uniform-size shelving installed at the
Depository. The cartons have inside dimen-
sions of 10 by 12 by 15 inches and hold each
one cubic foot of either letter or legal size rec-
ords. Standard cartons may be obtained by
requisition from the nearest Federal Supply
Service depot (Federal Stock Number 8115-
290-3379), or at no cost from the nearest
General Services Administration Federal rec-
ords center. Half-size cartons are also avail-
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able at no cost from the Federal records cen-
ters. These measure approximately 5 by 10 by
15 inches inside.

Records will be handled at the Depository in
accordance with instructions provided on the
inventories furnished or on the individual pack-
aged items (inner container labels). Replaced
records will be burned at the Depository or
returned as instructed.

The updating of records prepositioned at the
Depository is best accomplished by subsitut-
ing unopened containers of current records for
like containers of obsolete records. This tech-
nique should be used to the maximum extent
practicable to help minimize, at the Depository,
such time consuming and costly operations, for
example, as changing, correcting, or interfiling
individual documents. Uniform processing at
designated agency vital records assembly or
collection stations is essential to effective and
economical use of this technique.

This means that the department and agency
stations should package separately all records
readily identifiable as a unit, label each pack-
age with an identification label similar to the
one shown in figure 2 (or otherwise relate the
packages to the inventories), place them in
records transfer cartons (or otherwise repack-
age them), and address them for shipment to
the Depository, as follows:

For Shipments Via Postal Channels:

Federal Records Center Annex, GSA
Post Office Box 141
Neosho, Missouri 64850

For shipments Via Commercial
Motor or Rail Freight:

Federal Records Center Annex, GSA
Ozark Terminal
Neosho, Missouri 64850

Prior to initial use of the Depository, depart-
ments and agencies are asked to sign a “Rec-
ords Transfer Agreement,” covering essentially
the conditions outlined above plus any special
ones (subject to negotiation) which are mu-
tually agreeable. Agency officials requiring
any additional information about the Deposi-
tory, or a copy of the specified agreement,
should communicate with:

Regional Director, NARS

General Services Administration
1500 East Bannister Road
Kansas City, Missouri 64131

Representatives of departments or agencies in
the Washington area who are interested in
transferring vital records to this depository
are invited to contact:
General Services Administration
National Archives and Records Service
Office of Federal Records Centers—-NC
Washington, D.C. 20408
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6. VITAL RECORDS PROTECTION STATUS REPORTING

The primary purpose of vital records status re-
porting is to provide current information for
the Office of Emergency Planning to evaluate
overall readiness of the Federal executive de-
partments and agencies in safeguarding rec-
ords needed for emergency operations. It is
also instituted as a reminder to such depart-
ments and agencies that their programs should
be reviewed periodically for possible improve-
ment.

Instructions requiring submission of the vital
records protection status reports are set forth
in the Federal Property Management Regula-
tions (41 CFR Part 101-11).

Status reports in two parts, covering both emer-
gency operating records and rights and inter-
ests records (see figures 4, 5, and 6 for forms
used), are submitted by departments and
agencies to the General Services Administra-
tion, National Archives and Records Service,
Office of Federal Records Centers—NC, Wash-
ington, D. C. 20408. The reports are reviewed
and transmitted to the Office of Emergency
Planning for overall evaluation and appropriate
action.

Reports are required for each individual vital
records program. Generally, this means that
the smaller independent agencies will prepare
a single consolidated report. Larger agencies
and cabinet departments will prepare an in-
dividual report for each large component (e.g.,
bureau, service, administration, or office). Re-
gional or field program reports shall be incor-
porated within the reports for bureau level or
above before being transmitted to GSA.

The reports should reflect any outstanding
recommendations and actions to be taken con-
cerning vital records arising out of overall
records management program evaluations con-
ducted within the reporting department or
ggen_cy by the National Archives and Records
ervice.

The reports should provide in the answers or
In attachments appropriate comments as to
conditions and planned improvements, essen-
tially as follows:

11

Plans and Facilities

Has your agency developed plans for preserv-
ing and providing operational and safe loca-
tions for storing its vital records? If not, what
corrective actions will be taken during this
year?

Programs

Has your agency developed an on-going pro-
gram to preserve and prelocate its vital rec-
ords? If not, what stopgap plans are going to
be used in an emergency and what corrective
actions will be taken this year?

Readiness

If a nuclear attack were to occur, would your
agency have the required vital (operating)
records to carry on emergency operations at
alternate facilities? [|f not, what corrective ac-
tions will be taken this year? ~

Recovery

Have the vital (rights and interests) records of
your agency been prepositioned at safe and
accessible locations from where they can be
recalled as needed during recovery? If not,
what corrective actions will be taken this year?

Each report is to be complete in itself and
supersedes the previous report. The reports
should be security classified appropriate to
the degree of classified information they con-
tain.

The reports are to be submitted in duplicate
annually, as of June 30, and are due in GSA
within 10 workdays thereafter. Special ad-
visory reports should be prepared and sub-
mitted whenever a significant change occurs
in the status or location of the records pro-
tected.

Limited quantities of the illustrated reporting
forms are available at no charge from GSA
Region 3, Office of Administration, Administra-
tive Services Division—3 BRD, Washington,
D. C. 20407.
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GENERAL SERVICES ADMINISTRATION '+ PROGRAM STATUS &S OF (Month, day, ywar)
NATIONAL ARCHIVES AND RECORDS SERVICE

VITAL RECORDS PROTECTION STATUS REPORT
(PART | - EKERGENCY OP ERATING RECORDS)

INSTRUCTIONS

Please submit this report in duplicate to the address shown below. This report shall be prepared for bureau level or above and shall
incorperate subordinate unit program reports before being submitted to GSA. Use plain bond paper to complete any report jtems.

F T

T0: General Services Administration
National Archives and Records Service
Office of Federal Records Centers
Washington, D.C. 20408

L _l

Z. DEPARTMENT OR AGENCY 3. BUREAU OR SERVICE

4, REPORT COVERS
a. TOTAL ORGANIZATION Db. OTHER (Specify)

5. ADDRESS OF REPORTING OFF ICE {Number, street, city, State and code)

6. OVER-ALL PROGRAM STATUS
CHECK ONE
OBJECTI VES COMPLETE I NCOMPLETE
() (2)
a. PLANS FOR PRESERVING EMERGENCY OPERATING RECORDS
b. EMERGENCY ORGANIZATIONAL AND MANNING RECORDS (READINESS) PRELOCATED
c. EMERGENCY SUBSTANTIVE aND PROCEDURAL RECORDS (OPERATING) PRELOCATED
d. RECORDS NOT PRELOCATED MARKED FOR EMERGENCY MOVEMENT
e. EQUIPMENT NEEDED FOR USE OF PRELOCATED RECORDS PROV(DED
7. STATUS OF RECORDS OF MAJOH COMPLETE NO.  INCOMPLETE NO. g  oEpceNT OF OVER.ALL PROGRAM COM- | ERCENT
PARTICIPATING UNITS PLETED AND MAINTAINED CURRENT
9. MAJOR LLOCATION(S) OF PROTECTED RECORDS (YES OR NO)
UNITS OF SPACE IN, OR ACCESSIBLE RECORDS RECORDS
ORIGIN ADDRESSES PROTECTED TO, EMERGENCY IN USABLE COMPLETE
OPERATING FACILITY
10, PROGRAM REVIEWED
I:] a. ANNUALLY Db. SEMI ANNUALLY [Je- otHeR (Specify)
TT. GIVE REASON(S] FOR UNCOMPLETED PROGRAM ACTIONS FOR EACH ITEM |12. LIST DEFINITIVE CORRECTIVE ACITONS 10 BE TVAKEN THIS FISCAL
INCOMPLETE UNDER ITEMS 6 AND B. YEAR AND INTERIM STOP-GAP MEASURES FOR EACH [TEM (NGOMPLETE

UNDER ITEMS 6 AND 8

REPORTS CONTROL SYMBOL GS-36

GSA i ee 2034

Figure 4. Status Report Form for Emergency Operating Records
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GENERAL SERVICES ADMINISTRATION 7. PROGRAM STATUS AS OF (Honth, day,

NATIONAL ARCHIVES AND RECORDS SERVICE

VITAL RECORDS PROTECTION STATUS REPORT
(PART Il - RIGHTS AND INTERESTS RECORDS)

year)

INSTRUCTIONS .

Please submit this report in duplicate to the address shown below. This report is to be filled-out for the same reporting
which GSA Form 2034, dealing with emergency operating records, was completed.

element for

r -
TO: General Services Administration
National Archives and Records Service
Office of Federal Records Centers
Washington, D.C. 20408

L i

2, DEPARTMENT OR AGENCY 3. BUREAU OR SERVICE

4, REPORT COVERS
[:I a. TOTAL ORGANIZATION D b. OTHER (Specify)

5. ADDRESS OF REPORTING OFFICE (Number, street, city, State and cade)

6, OVER-ALL PROGRAM STATUS
CHECK_ONE
OBJECTIVES COMPLETE INCOMPLETE
(1) (2)
a. PLANS FOR PRESERVING RIGHTS AND INTERESTS RECORDS
b, APPROPRIATE RIGHTS AND INTERESTS RECORDS OF DEPARTMENT OR AGENCY EMPLOYEES PRESERVED
c. APPROPRIATE RIGHTS AND INTERESTS RECORDS OF PUBLIC (CITIZENRY) PRESERVED
d. APPROPRIATE RIGHTS AND INTERESTS RECORDS OF DEPARTMENT OR AGENCY PRESERVED
OMPLETE NO. OMPLETE NO. FERCENT
7. STATUS OF RECORDS OF MAJOR|COMPLETE INCOMPLETE 8. PERCENT OF OVER-ALL PROGRAM COM-
PARTICIPATING UNITS PLETED AND MATNTAINED CURRENT
9, MAJOR LOCATION(S) OF RECORDS DEPOSITORIES (YES OR NO)
UNIT OF SPACE RECORDS
OR1GAN ADDRESSES PROTECTED COMPLETE
10. PROGRAM REVIEWED
[ a. awnuaccy [Jo. semiannuvariy [le. omHer (Specify)
11, GIVE REASON{S) FOR UNCOMPLETED PROGRAM ACTIONS FOR EACH ITEM T2, LIST DEFINITIVE CORRECTIVE ACTIONS TO BE TAKEN THIS F 1SCAL
INCOMPLETE UNDER ITEMS 6 AND 8, YEAR AND INTERIM STOP-GAP MEASURES FOR EACH ITEM INCOMPLETE

UNDER ITEMS 6 AND 8.

REPORTS CONTROL SYMBOL GS-37

Figure 5. Status Report Form for Rights and Interests Records
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13, DESCRIPTION OF RECORDS AT LOCATION(S)
LIST OF RECORDS BY GENERAL HEADINGS OR GROUPINGS ”SEESFL.?,'HNGP%ECDIL'_%'{’UQ;“Peezg.)
a. b.
14, REPORTED BY {Official responsible for Vital Records Program)
SIGNATURE

NAME AND TITLE {Please print)

ORGAN I ZATIONAL UNIT

TELEPHONE NO, (Or code) AND EXT.

GSA DC 68.13015%5

FORM

GSA «rr 58 2034 BACK

13, DESCRIPTION OF RECORDS AT LOCATION(S)
LIST OF RECORDS BY GENERAL HEADINGS OR GROUP INGS i ECRPANG MEQ 1M (L aner |
a. b,
14, REPORTED BY (Official responsible for Vital Records Program)
S1GNATURE NAME AND TITLE fFPlease print/

ORGANIZATIONAL UNIT

TELEPHONE NO. (Or codc) AND EXT.

GSA DC 68-13016

Figure 6. Reverse of GSA Forms 2034 and 2035

FORM

GSA arr 68 2035 BACK
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7. ENSURING ADEQUACY OF THE PROGRAM

What appears on paper to be the best possible
program for the protection of vital records will
represent virtually a complete waste of time
and effort if it is not kept up-to-date.

To ensure that the program is adequate, it
must be simple and economical, and it should
be reviewed at least annually. Vital records
inventories should be reviewed for adequacy
in terms of any new or revised program respon-
sibilities. ,

As has already been indicated, in determining
what are vital records there are two conflicting
tendencies to be reconciled:

1. The tendency of most people to
over-emphasize the value of the
tasks they are performing and con-
sequently to earmark too many rec-
ords as vital records, and

2. The tendency of people to forget
that when someone else must per-
form their vital functions, that other
person will not have the benefit of
all the information in their own
minds.

The records must be complete enough to en-
able a person relatively new to the job to
carry it out, and they must be few enough to
make a continuing program practical.

Federal agencies have found that, as in the
case of private companies, the percentage of
all their records that deserve designation as
vital records will vary with the functions they
are to perform, but that in any event the per-
centage will be relatively small. On an average
not more than 1 or 2 percent at most of the
total holdings are vital records. Accordingly,
optimum protection should be provided.

Care should be taken to avoid developing overly
elaborate programs to safeguard too many
records so that they can be continued indefi-
nitely without running into budget or proce-
dural difficulties.

The vital records reporting system provides
full information on the status of the program,
the persons responsible for specific activities,
and the nature and whereabouts of the key
records. The information, which should be
kept where it is available as well as safe, will
be needed not only at the agency relocation
site, but also where it can be used by the
relocation officers and others responsibie for
planning, directing, and reviewing emergency
activities.

Among the data needed are the specific loca-
tions of the vital records. In an emergency it
would not be sufficient to know only the name

of the city where the records are held, If only
this were known by the official needing the
records the emergency might well be over be-
fore the records were found.

Similarly, if records are kept at several loca-
tions, the person needing them wants to know
which files are at which location so that he can
get what he wants with a minimum of delay.

In addition, names and addresses should be
kept of several people who know about the
program, preferably people at different ioca-
tions. This is done on the theory that the same
disaster that made necessary recourse to the
records might also eliminate the officials at
any single location who know about the pro-
gram.

Unless this information is reviewed regularly
and kept current it may be of no value in time
of emergency.

Valuable information for improving the pro-
gram can be obtained by testing it under simu-
lated emergency conditions. Such tests are
also useful to instill in the participants a sense
of the meaning and importance of prepared-
ness. These should be designed to disclose,
among other things, that:

1. Records essential to carrying out
assigned responsibilities are pro-
tected;

2. Records are current and can bhe
located quickly and easily;

3. Records are sufficiently complete
to permit persons other than regu-
larly assigned employees to perform
required tasks;

4. Methods and procedures relating
to records transfers to security
site(s), and their updating, are suffi-
cient to ensure smooth operation;
5. Lines of program supervision and
organization are clearly shown in the
records and understood by those as-
signed emergency responsibilities.

Naturally such tests are not conclusive, but
nonetheless they are among the best available
means of ensuring program adequacy.

In conducting surveys of overall agency rec-
ords management programs and practices,
under authority of the Federal Property and
Administrative Services Act of 1949, 63 Stat.
377, as amended, the General Services Ad-
ministration (National Archives and Records
Service) includes a review of agency programs
for the protection of vital records.
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CHECKLIST

The questions are so worded that check marks in the NO column indicate the need for corrective
action. :

YES NO
1. Do you know the emergency mission of your organization? O O
Are all records vital to your emergency mission stored at your relocation O O
site or otherwise appropriately safeguarded?
3. Are appropriate officials of your agency apprised of services available O Od
at GSA's Vital Records Depository?
4. Are records at the relocation site kept current? a0 O
5. Are they adequately arranged and listed or indexed? O 0Od
6. Are obsolete materials systematically removed? o 0O
7. Are statements of emergency mission, delegations of authority, and O O
predrafted emergency issuances available at relocation site?
8. Are adequate records of personnel there? O 0O
9. Are voluminous records vital to eventual safeguarding of rights and in- O O

terests maintained separate from emergency operating records either
within the relocation site or elsewhere?

10. Are records necessary to facilitate establishment of new programs at
relocation site?

11. Has the availability of any special equipment needed to use the records
in the area been checked?

12. Have field office plans been coordinated with central office plans?

13. Are you able adequately to monitor the program by available reports and
inventories?

14. Are program status reports prepared and submitted annually?
15. Were the records at the relocation site adequate during the past test?

16. Is your program so simple and inexpensive that you anticipate no diffi-
culties in keeping it up to date?

17. Are adequate security measures in effect for the program?

18. Is your office’s program in full operation and now capable of meeting
emergency requirements?

oo oogo oo o o
o0 oooc oo o o

Appendix A—Vital Records (Checklist)
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On Tuesdey 30 Decewber 1969,| lend T discussed tthe
Emergency Planning Study he and are responsible to
complete. He feels they will be gIven & geed line of I-Februm .
They expect to receive a memo fram[ _____ |soon eorcerning the ¢
detalls and requirements developed by the DDS in a recent meeting.

[ |also is developing & file which he will submit.
| [«#ill outline the overall study bssed on| |
request,

intends tc inolude the Vitel Records Progran at
a part of thls Study on Agency Plarnning to meet BEmergency Conditions.
| |egked me to have you and| |work on a review
end report of the Vital Records Progrem. e aaked thet we develon
g grid sheet of datu cogecerning Vitel Reccrds Schedules, Depogits,
References, ond so forth which Mary csn coplete from o review of
the Master Schedules and of the Records Center conbrol cards.

| |explained that he i egpecially iuterested to
obtaln information about:

a. What Agency records are now ptored as Vital Recordis?
b. Who or What Components are active with Vital Recordsy
¢, Who or What Components are neglectful of Vital Records?

d. Vhat records - related machines are avallable for Vital
Records snd not aveilable?

e. What records - handling space, facilities, and pr¢-
cedures exist? Are they precticel?

f. V¥Who are the 1,200 people selected for the Emergenty PForce?
What are thelr equipment needs? (Computera, Film Viewer-
Printers, Xerox, Csbinets, Decks, ete.)

g. What are the depussliing, up-deting, interfilming end

purging procedures for Vital Records? What are the
manpower eeds?
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| |has again reviewed your study of the Vital Reccrds
Program dsted 2 April 1968 which he received from| |

STAT [

|said this was a very good and helpful anslysls, He

STAT

intends to use much of the material from it. He sskad thet you
re-examine it and bring it up 4o date and =dd some supporting
documentetion with exemples to support your statements of deficien-
cies noted and actions recommended, (1.e. inadequacy of records
stored, no mission for some Offices, no Records Officers or Emergency
Officers and no relationship on interaction between the two functions
in some offices,)

[ |is anxious to have sowme specifics about the volume
of Vitsl Records being deposited. Alsc how active these ere and
vhat reference they receive and by whom. He would like to know
those that sre in good shape and those that are bad.

The problem of documents zerving double duty must be more
speclficully analyzed. Rather than broad all inclusive statemerts,
the prop and cons of variocus actions concerning epecific, individual
Component Vital Records collections must be reviewed. Specific
component scheduling, depositing, and opersting procedures should
be consldered. What collection is where? How meny are now serving
double duty? What are they? What volume? What is the growth rate?
Are the Vitael Records used? Are the collections purged? What is
the Age? Do they gqualifly as Vital Records? Perhaps a less demending
Program to meet a limited emergency raother then nuclesr war will
require less space, fewer collections, and the double duty documents
can be moved out of the Vital Records Colleetion. Are there any
Vital Records that can serve double duty? Which collections must be
dupliceted? What corrective action is necesssry for what colleetion?
The space problem continues to be a eritical factor in the Records
Center but ve are assured of some help. This too should be reflected
in the analysls of the Vital Records storage and procedures,

| |eppreciates your concern over changes in aschedules snd

procedures without coordination and ssked for some sxanples and yvour
suggestion as to a system to forestall such actions.

| |would like your expanded and up dated study to
include more ormaticn on the geps and inadequecies you menticn in

the April 1968 study and your views of the volume of the documsrts
being stored. Do we have snough for reconstitution? Of what value
are the magnetic tapes and microfilm now belng stored with the Vital
Records? What do you propose he done about tepes on £1lmn? What
should we do to the Vital Records eollection to make $t useful for
less than total disaster? What do the Records Manegement Officers
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respond to questions such as:; Whet would heppen if your fille room
burned up tomorrow? or Could vowr Component survive with your VIC
collection?

Finally, | [i1l need zore help &nd
details concerning your recommerdations for an underground vault,
lizaison, training, and separbted operotions. Ve can pet together
and discuss this and meet with | [pefore you zet too fer

along in presenting your new material.

CIA Reco¥T Aministreticn Orfirer
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OFFICIAL ROUTING SLIP

his Vital Records Survey. I know Frank had i%t but
I do not recall getting your reaction or whether
it went on to Mr. Coffey.

Gerry insists 1t i1s especially appropriate
today in light of your new proposals on Vital
Records. He also feels President Nixon favors
the Program and will re-vitalize it.

w» Attached is a copy from our file but you
have the original.

TO NAME AND ADDRESS DATE INITIALS
Vo T
Chief, 838 A\
2
3 &
4
¢ b
5
6
ACTION ] DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN .
CONGURRENCE INFORMATION SIGNATURE
Remarks:

has again asked me if you have seen

PLD HERE TO RETURN TO SENDER

TAME, ADDRESS AND PHONE NO. DATE

b
FOI..*NO. Use previous editions 1PO : 1968 O - 207-542
1-67 237 P 4 %8

40)

=

4-6
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